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NON PAID CLASS (EHHSR)

MANDATORY COURSES ~ A&~

Basic Supervisor Development (BSD) Course

This five-day course provides MLC/IHA supervisors with an understanding of supervisory
personnel duties, responsibilities, and practices that introduce supervisors to the concepts and
theories which are the basis for good personnel management.

This course covers the following subjects:

The role of the supervisor

Selection and placement of MLC/IHA employees and work schedules
Regulations and policies of MLC/IHA personnel management (Discipline, Leave,
Grievance & Awards )

Position management and classification

Supervisor Safety Management

POSH for supervisors

MLC/IHA training plan

Intercultural Communication

Effective Communication

Coaching skills

Counseling skills
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New Employee Orientation for MLC/IHA Employees

This three-day mandatory course provides new MLC/IHA employees with necessary and correct
knowledge and accurate information pertaining to the duties and the responsibilities while
working for US Army, Japan.

This mandatory course covers the following subjects:
¢ USARJ mission, organizational structure and military ranks
¢ Regulations and policies (Discipline, Leave, Grievance & Awards)
e MLC/IHA training plan
¢ American Language Course Placement Test (ALCPT)
¢ Environmental concern
e How to work in American culture
¢ Fire Prevention in the workplace
¢ Prevention of Sexual Harassment
¢ Safety and Risk Management
e Security and Traffic Regulations on post
¢ Health Insurance Society Activities for MLC/IHA Employees
¢ Introduction of Computer Training and Internet Security
¢ Introduction of DFMWR Events and Facilities
e Camp Zama Bus Tour
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CAREER DEVELOPMENT COURSES~ &~

Advanced Supervisor Development (ASD) Course

This course is for MLC/IHA Supervisors who have already completed the Basic Supervisor
Development (BSD) Course and will be held on an irregular basis in accordance with
commandant needs.
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Professional Development for MLC/IHA Employees
This three-day course is designed for MLC/IHA employees who have a 3-year and above work
experience in USFJ installations and are working as a key person in their office. This course
provides the participants with updated information and tips necessary for future leaders.
This course covers the following subjects:
¢ Overall MLC/IHA Employment
¢ Regulations and policies of MLC/IHA personnel management
(Discipline, Leave, Grievance & Awards )
¢ Tips on how to develop your human skills
¢ Tips on how to build a good human relationship in the workplace through effective
communication
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ADMINISTRATIVE & CLERICAL SUPPORT COURSES
~EEGEY b~

Basic Office Administration

This 2-day course provides MLC/IHA personnel, assigned to positions that require basic office
administration skills and techniques, and general knowledge of the U.S. Army as well as USARJ,
USAG-J and Installation Partners. Also attendees will learn about the effective way to
communicate at workplaces. This course provides attendees with a chance to discuss on
common issues and/or challenges that the attendees experience during the course of their
career and to look for solutions and/or ideas from the Customer Service point of view that
requires as employees work at the USARJ installations.

This course covers the following subjects:

The Structure and the Role & Responsibilities of MACOM, USARJ and USAG-J
Military Ranks & Insiginia

US Army Abbreviations and Army Regulations
Information for the US Army Correspondence
Computer Security

Rules on US Army Mailing System

General Manners at Workplace

Communication at Workplace

Dress Code of MLC/IHA Employees

Customer Service required at USARJ Installations
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COMMUNICATION SKILLS~aSa=45—33>r~

Cross-Cultural Understanding in the Wrokplace

This two-day course aims at helping participants develop greater cross-cultural understanding
at work.

This course covers the following subjects:
e Examining our own cultural assumptions, behaviors, and values

o Difference and similarity in America and Japanese social behaviors and work habit that
impact job performance

e How to resolve conflicts caused by cross-cultural misunderstanding
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Assertive Communication

In this course, you will learn what assertiveness is.

Assertive behavior tends to be exhibited by those who respect the rights of other people to
express their ideas, feelings, and needs, while at the same time recognizing that they too have
the right to express and pursue such matters. Being assertive means:

Being honest with yourself and others

Having the ability to say directly what you want, need, or feel, but not at the expense of
others

Having confidence in yourself and being positive, while at the same time understanding
other people’s points of view

Being able to negotiate and reach workable compromises
Having self-respect and respect other people
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PAID CLASS (B¥455X)
ENGLISH LANGUAGE SKILLS ~EE2HE~

TOEIC IP Test

The TOEIC test is the world’s leading test of English language proficiency for people whose
native language is not English. TOEIC is a highly reliable test for everyone who wants to know
where she/he is in the language. It was developed by Educational Testing Service (ETS), which
has the largest scale and know-how for developing tests in the world. It is administered in 90
counties, and 5 million people in the world take the test every year including over 1.72 million
people in Japan took the test in 2008.

In Japan, in addition to the regular test administered eight times a year as TOEIC Secure
Program (SP), the test is also offered under the Institutional Program (IP) to more than 2,500
institutions including business firms, universities, and over approved organization in 2007. Each
IP test examinee will receive the Score Report wit his/her name, test score, and test date in
place of the Official Score Certificate that are given to SP test examinees. Although IP test
forms are reused SP test forms that were administered once several years ago; however, the
validity of both IP and SP results are judged to be equivalent. TOEIC is a two-hour, paper-and-
pencil, multiple-choice test consisting of 200 questions divided into Listening and Reading
sections. The test score can range from 10 to 990.

Above information was obtained from TOEIC Official Website:
http://www.toeic.or.jp/toeic_en/
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http://www.toeic.or.jp/ (B & EEhR)
TOEIC Bridge Test (Introductory—Elementary)

The name TOEIC Bridge incorporates the concept of a "bridge" to the TOEIC test. The TOEIC
Bridge test was developed as a global standard with which to measure the English language
proficiency of beginning learners. It was developed by Educational Testing Service, the world's
largest test development organization which developed the TOEIC test. The increasingly
widespread use of the TOEIC test among companies, organizations, and universities, has led to
rapid growth in the number of requests from educational establishments such as universities,
senior high schools, junior high schools, and their students, as well as the general public for the
creation of a test for beginning learners that would be "easier", "shorter" and "more familiar,"
than the standard TOEIC Test. It can be used as a first step for those who are about to climb
the stairway to higher English proficiency with the eventual aim of taking the TOEIC test, or as a
motivator for those who have already taken the TOEIC test but have yet to achieve a
satisfactory score.
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[General English Courses —#'&-#Z7—X]

- What is General English Courses? -

This course is a bridge to professional English. In it, students develop listening, speaking,
reading and writing skills that are essential in today's global community. Each lesson maximizes
output training and each homework maximizes input training.

22hrsx24lessons (total 48hrs)
[Material] - Original texts by Inter School
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General English Introductory (Introductory-Elementary)

This course is for Introductory-Elementary level of English Speakers. Japanese Instructor teaches a
very Basic English (Greetings, Self-introduction, how to ask/listen to questions and/or instructions)
that could be a stepping stone to develop everyday English Speaking Skills. The goal is to help
students to become comfortable communicating in English at workplace.
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General English Basic (TOEIC 400-545)

This course aims to solidify and expand the students' basic language ability in English. Students
will be able to brush up their comprehension through quiz, dictation exercise and discussion
practice through topics covered each lesson, with confidence and accuracy.
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General English Intermediate (TOEIC 550-695)

Building upon the students’ already strong foundations in English, this course aims to develop
greater facility with the spoken language. Students will acquire the language skills to express
themselves in varying degrees of courtesy and confidence, and by the end of the course will be
better able to put forth ideas logically, cohesively, and with the appropriate measure of
politeness.
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General English Advanced (TOEIC 700-850)

Expanding the students’ advanced knowledge of English, the purpose of this course is to
facilitate more natural language production. In speaking tasks, students will be expected to state
and defend their ideas logically, quickly, and with minimal errors.
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[Technical English Course- & 7E7—X]

<Business Writing Course/ESRRASM4 T4 5 31— >

- What is Business Writing Courses? -

This course introduces fundamental writing in English. Through this course, students can get
professional feedback on their writing, and they learn how to assess their own work. This is
essential for anyone writing in business, translation, and/or academia. A workshop format allows
for in depth discussion and networking.

X 2hrsx10lessons (total 20hrs)
[Material]

Writing for the Real World 1
Writing for the Real World 2
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Business Writing Intermediate (TOEIC 650-745)

This class provides students the basic business writing skills in such field as general
correspondence, managing meetings and dealing with problems.
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Business Writing Advanced (TOEIC 750-above)

This class enables students to communicate better and accurately in business situations in
various levels. Students will learn ways to handle such situations as running the meeting,
arranging the business trip, handling claims and business correspondence, reporting and
negotiation.
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<Other Technical English Courses/Z DD HEPFHEFEI—X >

Presentation Skills Course (TOEIC 730-above)

This is an intensive skills development course designed to provide students with maximum
expose to the principles of effective presentations. In addition to topics such as body language,
use of visual aids, structure and timing, students will develop proficiency with pronunciation,
intonation, and voice projection through actual presentation practice.

% 2hrsx10lessons (total 20hrs)
Sample material
Effective Presentation (OXFORD)
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Advanced Native Discourse (TOEIC 800-above)

This course is designed for students who want to catch native nuance the same way that native
English speakers do. Each lesson reveals a key feature of native nuance and empowers
students to critically discuss it. Topics cover both academic and business issues.

X 2hrsx20lessons (total 40hrs)

[Course activities]

Dictation, Note taking, Rapid reading, Summarizing
Analyzing accent, construe, euphemistic expression
X Material - original texts by Inter School
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International Affairs in English (TOEIC 800-above)

This course is designed for students who are interested in International Affairs. Throughout the
course, participants research world issues critically, make informed opinions and express views
in western style in a class.

J2hrsx10lessons (total 20hrs)

[Course activities]

Reading, Presentation, Short debate, Report writing
¥ Material - original texts by Inter School
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Introduction to Interpretation Course (TOEIC 800-above)
This course introduces basic and fundamental English-Japanese interpretation techniques.
Materials are mainly business oriented that cover speeches or interviews, and students will be
able to attain basic English-Japanese interpretation skills.

[Course Schedule]

@Introduction to Interpretation Course 2hrsx15lessons (total 30hrs)

@2Day Intensive Introduction to Interpretation Course 8hrsx2lessons (total 16hrs)
[Course activities]

DIn-class

Reproduction, Sight-translation, Shadowing

Numbers in English/Japanese, Vocabulary building, Summarizing
English-Japanese Interpretation

@In-house

Dictation, Summarizing, Reviewing
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LEADERSHIP MANAGEMENT AND SUPERVISION
~)=F—=yT~

The 4 Roles of Leadership

This course helps you identify and develop the four critical abilities of real leaders and learn how
to implement those roles practically and with long-term results-without taking yo ur eye off your
day-to-day management needs. These following tools give you common sense applicants you
can use in your teams and work groups to effect measurable improvements.

1. Pathfinding: Creating the Blueprint Great leadership begins with clarity of thought and
purpose. It’s folly to rush into action without understanding your purpose. The pathfinding
role helps you create a blueprint of action and ensure that your plans have integrity-
before you.

. Aligning: Creating a Technically Elegant System of Work If path finding identifies a path,
aligning paves it. Organizations are aligned to get the results they get. Therefore, as a
leader, you must work to change your systems, processes, and structure to align them
with desire results you identified through path finding.

. Empowering: Releasing the Talent, Energy, and Contribution of People
"Empowerment"” - it's an overused term but under-utilized in practice. True empowerment
yields high trust, productive communication between individual and teams, and

innovative results where each member of the team feels welcome to bring his or her
genius to the table.

. Modeling: Building Trust with Others - the Heart of Effective Leadership The 4 Roles of
Leadership does not just teach you what a leader does, but who a leader is. You learn
the essential balance between character and competence-an individual of high abilities
will never be a true leader if his or her character is questionable.
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Coaching Skills : A Strategic Tool for Effective Leadership

Get skills for coaching employees to improve the effectiveness of individuals and teams!
This seminar gives you a variety of tools, techniques and best practices for coaching
employees—from analyzing the cause of subpar performance to creating a climate for effective
employee coaching and learning...from giving corrective feedback to handling difficult
responses to coaching. You'll leave this three-day seminar more aware of your personal habits,
styles and preferences when you are coaching employees, through assessments, role plays
and exercises.

Proaram Qutline:

What Is Coaching?

What is Coach?

Three Prerequisite of Coaching (Type Dynamics, Coaching Skills,
Coaching Process)

Exploring Type Dynamics for Effective Coaching

Skill #1: Rapport Building - Creating a climate of trust and
confidence

Skill #2: Listen, Look, and Learn

Skill #3: Deliver Corrective Feedback

Skill #4: Deliver Reinforcing Feedback

Skill #5: Effective Questioning

GROW Model for Coaching Process

Applying Coaching Skills to Improve Specific Situations on the Job
Create a Self-Development Action Plan to Keep Building Your
Coaching Skills
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Effective Cross-Cultural Communication for Peak
Performance (English)

In this workshop, you will learn to effectively communicate and lead across culture — effectively,
respectfully and confidently.

Workshop Objectives:
Build trust and rapport to integrate dissimilar viewpoints
Resolve communication breakdowns and avoid misinterpretations
Learn to create cooperative unity within a culturally diverse team
Other personal objectives: What do you want to get out of this course? What challenge are
you personally trying to overcome?

Workshop Outline:

Dayl

m Cross-cultural differences at U.S. military bases in Japan
m Developing cross-cultural knowledge and sensitivity

m Communicating in a multicultural workplace

Day2

m Managing multi-culturally
m Team-building exercises
m Personal action plan
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Basic TOYOTA Style KAIZEN Training

This training is held once a month basis (4 times in total) to help participants understand the
basic consepts of the Toyota Production System (Kaizen Mythology) and learn strategies to
eliminate wasted time (shorten process cycle time etc.) and activities.

Procedure

Participants develop action plans and practice them at workplace according to what they learn
in the class. They turn in the interim reports of their activities to the inspector. The instructor
organizes curriculum for the next follow-up session based on their reports. It enables
participants to learn their problems timely and receive practical experience-oriented training.
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NON PAID CLASS

MANDATORY COURSE FOR U.S. SUPERVISORS

Administration of MLC/IHA Employees

This one-day course provides U.S. supervisors of MLC/IHA employees with a basic
understanding of the Master Labor Contract/Indirect Hire Agreement personnel system. The
course presents the requirements and responsibilities of personnel who supervise MLC/IHA
employees and discusses the content and practices of the

Master Labor Contract and the Indirect Hire Agreement.

This course covers the following subjects:

¢ Overview of the Japanese Employment System

¢ Overview of Japanese Employee and Services Office
¢ Recruitment and Placement

¢ Position Management and Classification

¢ Employee Relation and Recognition of Employees

e Training and Career Development

¢ Labor Cost Sharing System

e MLC/IHA Safety Awareness Briefing




HEALTH INSURANCE AGENCY PROGRAMS
~HBEZRERAKRECIESRE~

We, Training and Career Development Br, support the Health Insurance Agency for MLC/IHA
employees to sponsor the “Seminar on Prevention of Life Custom Diseases” program for
MLC/IHA employees. These programs aim at maintaining productivity, health motivation, and
increased morale at the workplace.

R RIS EE SRR RRAA DI RICLABEIY - BREEE 2T —ICL-EE
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Seminar on Prevention of Life Custom Diseases
e How to Check the Medical Examination Report
e Learn about Alcohol
¢ How to Relieve Your Muscle Stiffness
e Tip on how to detect Metabolic Syndrome and Effective
Means of Dieting

e Self-Body Maintenance mk
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Seminar on Mental Health

¢ Mental Health Seminar
e Stress Management
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